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Synopsis

Upgrade Your Outlook Skills with these 50+ Tips, Tricks, and Shortcuts Communicate, Schedule,
and Organize More Effectively Are you using Microsoft Office Outlook efficiently and
effectively?With these 50+ illustrated tips, tricks, and keyboard shortcuts, you will work faster in
Microsoft Outlook 2013. You will spend less time in your inbox, and more time getting work done.
Find Tips On: & ¢Customizing Outlook to fit your needsé ¢ldentifying important messages

fasta ¢lgnoring redundant or annoying messagesa ¢Setting up automatic e-mail repliesa ¢Using the
new People foldera ¢Outlook automationa ¢Locating old itemsa ¢even checking the weather!This
manual is for people whose job responsibilities include sending e-mails, scheduling meetings and
appointments, creating tasks, and maintaining contacts, and who want to save time, and customize
Outlook to suit their needs.To ensure your success, knowledge of basic features of Outlook is
recommended. Are You Ready To Work Smarter Not Harder? Download now and get control of

your Inbox TODAY !Scroll to the top of this page and LOOK INSIDE, then click the *buy button’.
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